
STATEMENT OF WORK

The Contractor shall provide all services and labor required to accomplish the performance of Life Skills Medical Clerk at Military Treatment Facility as specified, and in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

HOURS, SCHEDULES

	Full-Time: 1. Full-Time: 2080 hours per year, with up to two weeks (10 work days/80 hours) paid leave/vacation in accordance with the contractor’s employee’s benefit plan or employee contract, up to five work days/40 hours paid sick leave per contractor’s benefit year and ten paid Federal holidays per year will be granted to the provider.

The contractor shall identify the amount of vacation and sick leave entitled by employee plan/contract to the ACO and MTF  MCSC COR for any provider hired to perform services under this delivery order.  Vacation or sick leave hours in excess of the contractor-allowed entitled vacation/sick leave amounts or the “up to” amounts stated above, whichever are less, will not be paid for by the Government.
	Schedule:  Hours of duty are eight hours per day, five days per week, Mon –Fri, 7:30 a.m. to 4:30 p.m. with a one-hour lunch break.  All vacation/leave will be coordinated with the NCOIC, Life Skills Support and approved by the contractor.

	2.     Weeks per year
	52

	2.    Hours of Work Per Year 
	Not to exceed 40 hours per week, 2072 hours

	3.    Anticipated Overtime
	Twenty (20) hours of overtime have been allotted under this delivery order’s schedule in the event that the Life Skills Support Medical Clerk (LSMC) is required to stay beyond 4:30 p.m. in order to support MTF personnel performing direct patient care, and this event causes the hours worked by the LSMC to exceed 40 hours in a week.  All overtime must be pre-approved or authorized by the NCOIC, Life Skills Support and documented on the clerk’s timecard.  Overtime will only be authorized for administrative services that support direct patient care services.

	4.    On-Call Service (Site or Telephonic)
	None.

	5.    Telephonic availability during non-duty hours
	Not required

	6.    Backup personnel required if the Life Skills Medical Clerk is unavailable?
	Contractor shall provide backup personnel if there is an UNSCHEDULED absence of the LSMC for more than three workdays.


QUALIFICATIONS

Contractor-furnished personnel shall comply with all applicable Managed Care Support Contract (MCSC) requirements.  This includes, but is not limited to: knowledge of professional standards, orientation, continuing education (as necessary), competency based training, evaluation/skill verification, life support, and infection control.

	 Required Education/Experience
	The Life Skills Medical Clerk shall have:

- Knowledge of medical terminology.

- Knowledge of administrative procedures including formats, grammar, spelling, punctuation, and syntax.

- Skill in operating a numeric keyboard and computer system

- At a minimum, a high school diploma.  Individuals with either an Associate Degree and/or one year of medical clinic administrative experience are desired. 


SPECIFIC TASKS/DUTIES

	The Life Skills Medical Clerk (LSMC) shall perform the following duties:
	Serve as a medical clerk in the Life Skills Flight. Perform a variety of receptionist, clerical, record keeping and miscellaneous duties in support and care of services provided in an outpatient mental health flight.  Provide or arrange for the full scope of preventive and mental health care services for the defined population served. Develop a program to continuously evaluate and improve a comprehensive system of health care services.

MAJOR DUTIES

Duties:

1. Perform a variety of receptionist duties associated with patient care in the Life Skills Flight:

· Preparation for Appointments

· Prepare/pull mental health record (MHR) Patient Charts  

· Generate/prepare appropriate Standard Form (SF) 600 Overprint for chart

· Order/prepare Outpatient Medical Records

· Generate/prepare appropriate SF 600 Overprint for record

· Generate automated daily provider  schedules on the Composite Health Care System (CHCS) 

· Backup Front Desk 

· Receive calls form various clinics, Squadron Commander, First Sergeants, patients, others.

· Provide information to callers about appointment process, evaluation procedures to Commanders/First Sgts/Supervisors

· Screen calls to determine immediacy of callers’ need to be seen

· Book/reschedule appointments with appropriate providers

· Receive consults from various clinics and establishes appointments

· Receive patients for check-in for scheduled appointments, make follow-up appointments

· Complete Automated Data System (ADS) for Resource Sharing Providers (RSA)

· Complete (CHCS) End of Day requirements for RSA’s providers

· Receive incoming correspondence

· Review and forward to appropriate staff member

· Advise staff members of suspenses

· Review outgoing correspondence for conformance to correspondence policy 

· Alternate Records Custodian 

· Prepare/complete appropriate forms to retire /Record Closure Process

· Perform as Primary Medical Expense Performance Reporting System (MEPRS) Monitor

· Peer Review Coordination

· Pull/prepare patient records IAW Joint Commission For Accreditation of Healthcare Organizations (JCAHO)/Military Treatment Facility (MTF) policy

· Record scores of Beck Symptom Inventory (BSI) and Quality Of Life Inventory (QOLI) 

· Update scores from BSI/QOLI in Outcome measurement database

· Perform as Alternate Civilian Timesheet Monitor

· Perform duties using word processing equipment

· Reproduce material as needed, on duplicating equipment for staff members

· From information provided by staff members prepare agenda for meetings, attend meetings, and take then transcribe minutes.

2. The work has no special physical requirements. It includes walking, bending, standing, and on occasion, carrying light objects such as books/charts/paper, non-medical supplies. The work is performed in an office setting in which there is no unusual risk or discomfort to the employee.  All equipment required to performed duties will be available to the employee. 

3. Current Behavioral Health (BFDA/BFDR) Provider Staff Consists of

· 2 Active Duty Social Workers

· 2 Active Duty Psychologists 

· 1 Contract Psychiatrist  (16 hrs per week)

· 1 RSA Child Psychologist (20 hrs per week, full time during summer months)

· 2 RSA Social Workers (40 hrs per week)

· 1 Reserve Psychiatrist (2 day per month,

             one week summer)


Government Regulations, Instructions, Directives, etc.  The LSMC working within the MTF shall comply with Government/MTF Regulations, MOUs, SOPs, etc. regarding administrative services, record keeping, patient referrals, interactions with government personnel, MTF computer security, QM/UM participation, government property, employee immunizations, work attire/uniform, etc. All regulations, policies, Standard Operating Procedures will be made available to all Contractor-furnished personnel for familiarization and to ensure compliance in performance of the services required herein. 

Orientation and Training.  The Life Skills Clerk shall attend all government-provided orientation and training necessary to perform daily duties on a government installation.

Position Sensitivity Designation.  The LSMC position described herein has a position sensitivity designation. The contractor shall ensure the LSMC completes all required government forms (SF 85P – Questionnaire for Public Trust Positions and FD 258 – Applicant Finger Print Card, etc. as required by DoD 5200.2R Personnel Security Program) and provides them in the manner required and in sufficient time to allow for timely processing.  The contractor shall provide only LSMC personnel capable of attaining a position sensitivity designation for performance of services under this delivery order. 

LOGISTICS

	Government will provide all Facilities, Equipment, and Services (Administrative) for the Contractor-provided Personnel to enable them to perform the above services at the MTF, except for the following:
	The contractor shall provide the LSMC with a nametag, as required by the MCSC, to wear when providing services at the MTF under this delivery order.

	Government POC for Administrative Issues
	NCOIC, Life Skills Support or Managed Care Support Contract Contracting Officer’s Representative (COR)


LEGAL

1.  Contractor is liable for loss, theft, or misuse by Contractor-provided Personnel of Provider/Government Property.
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